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Management Surrey Report of 
Finance Dirtsion, 
Speolal Support Staff 


!• Scope of Surrey 

«»• -t? th J request of **• Chief , Special Support Staff, the Management Staff 
ea» repeated to make a surrey of the Finance Division to analyse, eraluate 

2. Findings 

QBer ^ *1™*? Mvlntm was first established in the Office of Special 
Office^! the Branch, later transferred to Budget and Flaoal 

SnS HSS s s: 

o.pt of option. *S\S2Sr£; *“ — 

f f finanoiRl transactions ms accomplished ^ a % 

goperly approved, and tL 

m SIS ^SS^fXSs^ilTiifSme *“ 4 nmaw om °* 

entirely new oonoept and under sSL ^r^detJil^fgSutio^JithoJr *“ 
Increase in personnel* " regulations without any 

reaulSlnSSfSf T*®* *** new OOBOep% of Rations and more stringent 

t» .W.i» with Ag«oy^oJiS.fSd »gJu““nr d .toSjnf °* "*' lr ? 

*™«1 regulations, Comptrillor Oo«ral"*D„uS ^ 

performed such duties but merely reflected S* f««5 pr ^^ X who prericusly 

— -*• «- iS 1 ” 4 40 

•» f • n s?r ,i “ ° f 

° f - r — £ r^ro^r^Tf- 


Approved For Release 2002/02/1 1 



DP78-05252A000300020048-2 


Approved For Release 2002/02/11 : CWT-RDP78-05252A000300020048-2 


«, The use of eomasroial cover for covert agents and projects is steadily 
increasing* this type of operation contributes greatly to the work of the 
Finance Division* For example* accounts of staff employees can be processed 
in volume by employees at an appropriate grade level whereas the processing of 
covert agent and project accounts particularly those under commercial cover 
retire special handling by a certifying officer or a trained assistant in the 
higher administrative grades* 

f* We find* that trainees* unless they are in the finance Division sin 
months or more provide little or no productive work* Actually it has added 
to toe workload of supervisors* A trainee cannot work on oovert projects 
because of the complexities of such projects* Evan when a trainee is assigned 
to the Bookkeeping Section for one month* s training it is problematical if you 
will receive two weeks of productive work. Trainees oanaot be used to compute 
foreign allowances for the short period they may be assigned to the Payroll 
Branch . 

g* There has been considerable overtime work required to perform normal 
audit and accounting functions which the Finance Division is unable to accomplish 
Airing the regular workday. Special handling of 0S0-0PC transaction such as 
preparation of travel vouohers* processing advances and travel orders on an 
urgent basis* together with the handling of oovert OSO-OPC transaction on a nos# 
to know basic does not land itself to a smooth and efficient operation* 

h* The Finance Division has oontiaued to review their operations toward 
improvements, many of the deficiencies existing are known and have been known 
to the supervisors for some time* lack of personnel and sufficient time on the 
part of the supervisors of the Division are the primary reaeonc why corrective 
measures have not been implemented* 

3* Major Deficiencies in the Operation 

a* Class ’’A* field accounts are not audited and certified as req uir ed by 
regulations* lack of sufficient personnel in the Finance Division cad the foot 
that trained finance officers are disbursing funds at these Class "A* install 
lations are the reason# advanced for nonoomplianoe with regulations • 

b* Accounting reports on expenditures rendered to operational offices are 
not adequate in that they do not reflect current total expenditures and obligations 

& X 1 S' • 

C* There is inadequate provision for handling audit exceptions* these are 
now being handled under the personal guidance of the Office of the Chief* 

d* Travel and other advances of money are not being properly f ollowed-up 
and settled as required by regulations* 
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•« there are inadequate provisions for follow-up and maintaining leave 
records on field personnel on a current basis* 

t • there is as urgent need for an indexing system on regulations, decisions, 
opinions, etc., which must be readily available to certifying officers and auditors 
if they art to properly perform their duties* 

g» the practise of the Chief, Finance Division, signing as the Contracting 
Officer on eovert projects or agent contracts is basically unsound since he is 
a party to a contract and at tiie asms time he is responsible for the audit of 
expenses incurred under the tense of the contract* 

h* the Registry can be very helpful in the operations of the Finance 
Division since all correspondence, vouchers, a to., can be tied to either a 
project, station, or individual. However, the Registry is not serving as such 
in the Division* Branches are maintaining files which could best be utilised 
by auditors and certifying officers if the files are Consolidated in on# place* 
this has been discussed with the Assistant Chief who concurs and has requested 
upon approval of the new organisation and f/O a further study be made of the 
filing system, 

4 * Contributing Factors to the Deficiencies 

a* Due to the covert nature of the aecounts. Certifying, Audit and liaison 
Branch personnel are required to spend approximately one-half of their time on 
liaison activities* {See Exhibit E*> 

the policy of auditing and certifying in Washington all allowances and 
travel expenses incurred overseas prior to payment bsing authorised overseas, 
results in considerable expense and time in preparing cable# and correspondence 
to the field requesting information and/or authorizing payment* 

O* the fact that the Chief and Assistant Chief of the Finance Division 
are appointed as agent cashiers and must execute all checks drawn against their 
aecounts makes for unnecessary reviews cud flow of papers, (See Exhibit D») 

d* Broad and general provisions in eovert agent contracts cause mu oh 
misunderstanding and discussions between the certifying officer and the 

Divisions before a determination can be made as to whether an item of expense 
is proper * * 

•* Delays in processing field accounting reports oa a current basis are 
partially caused by delay cm the part of operating divisions in returnin* the 
reports which ar© forwarded to them for review and approval, 

f* Ail of 'tiie overt operating offices have one or more unvouohersd projects, 
however, due to their unfaailiarlty with Confidential Funds Regulation# it becomes 
f of apoci&l Individual handling by ih# oertifying officer in assisting 

in the preparation of voucher® * 


Approved For Release 2002/02/ 



Approved For Release 2002/02/1 1 


8-05252A00jp)0020048-2 


g, Agenoy Decisions ami Directives on certain functions to be performed 
with confidential funds have failed to recognise the additional workloads 
placed on the Finance Division, l.e, 

11} the decision that all travel of 080 and OFC personnel sad 
field agents of the Contest Division end Inspection and Security 
would be paid from confidential funds has increased the workload 
of the Travel Section to the extent that considerable overtime it 
required to process vouchers on a reasonable current basis • 

(2) A recent decision that the practice of having one local 
packing firm pack and chip household effects of Agenoy personnel 
proceeding abroad be discontinued, will result in considerable 
additional vouchers to be processed in the finance Division# The 
new plan necessary for security reasons would advance the employes 
sufficient funds to pay for the crating sad shipping, who in turn 
will submit receipts as the funds are expended# Instead of re* 
ceiving one billing a month from a local storage and packing firm 
it is conceivable that one to tea different receipts may be sub* 
sdtted by each traveler all of which must be audited and credited 
to the advance account. 

3 * Conclusions 

& *»• opinion of this analyst the following are the basis problems 
existing in the Finance Division which must be corrected before the Fi nanc e 
Division will be able to function as a smooth and efficient operation. 

a# She covert offices are insistent that accounts and projects be pro* 
oessed on an “individual need to know basis" with documentation and inf ormation 
being available to the Finance Division only to the limit that they (the ©per* 
atione officers) deem it permissablo within the security aspects of the projeet 
or account# On the other hand, the control end regulations governing the use 
of confidential funds are besoming more stringent and in greater detail. 
Consequently the employees of Idle Finance Division, all loyal and conscientious 
workers who are endeavoring to provide maximum service to operations at the 
expense of forsaking and/or delaying their equally important function of audit 
end accounting, are going to be just as insistent that more information 
documentation be made available to them prior to processing and certifying 
expenditures. ^ 

The above situation will result in operations protesting they ere not 
getting service and support and that the security of their operations i« 
being jeopardised by this d em a nd for information end documentation. As 
opposed to the foregoing, the Finance Division and the Agenoy itself without 
« good business system of control and aacountiag of funds are vulnerable to 
criticism and exceptions since the avenue is widened for incorrect and over* 
payments, possible collusion and fraud. 
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b* The Finance Division 1® understaffed to provide th© servlo© and to 
perform the hast© fun ot lone which they ar© presently responsible for* 

e* The Chief and Assistant Chief ar© required to devote more and more 
©f their time in assisting the covert offices in th© planning of operati on© 
wi«i little time available for th© Internal planning Ld suptvisiS ofS^ir 
&m office* 

6* Recommendations 

a* That the provision for a Disbursing Officer to be designated as an 
agwtt cashier b© approved* This will relieve th# Chief and Assistant Chief* 
Finance Division* of the tasks of reviewing routine vouchers which have been 
audited and certified by high level certifying officers* Creation of this 
5\* j * provide for a more efficient processing of vouchers (see Exhibit 
D/ and will allow more time to fee Chief and Assistant Chief for supervision 
and pla nni ng* 

b* fb* Budget Officer review the current arrange ment s with TJ. a. Die** 
*ma S * a f fsspesb t© the procedures on heir the Agency requisitions 

«ed aoceuats for confidential funds and determine what changes should be wide* 

^ requirement that agent cashier o render an accounting three times 

monthly appears to be excessive* E W9S rim4> ® 


*• Consideration be given to the practicability of 
officers to forsiga stations of a Class "a* statu*. 


assigning certifying 


f be Budget Officer define explicitly the type and eontent of monthly 
on expenditures of eonfldential funds* A survey has been 

^spared* ? g * eln «* th ® ***** ***** ^ this report ml 

e# *! rt fh# designation of ^th* Chief, Finance Division, as the Contracting 

u *■* tus 

—» U J^«.°.°S r ^S^ 1 ”r iUhB4 for th * “ 4 «**•- 

*»+^f*+-v C * r £r it instructions issued to the field should be revised to the 

toaduct the^S! 1 ^! t ££ i** r ahould be designated to plan* sohedule and 
farei J, ST*f!! *** ^ob trainin e programs for new employees prose eding to 
foreign stations as fi nance officers or clerks. V * 
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1* the system of maintaining accounts including payroll accounts should 
fee converted to a machine operation at the earliest possible date* The 
increasing requirements for reports on expenditures and allotment* under 
present oonditions can only fee accompli shed at the expense of creating back- 
log® In the processing of Held accounts and domestic expense vouchers. Ibis 
project le now under study fey -Was Machine Records Division, OCD, and the 
Special Support Staff* 


j* 4 statement of functions on the feranoh and section level fee prepared 
fey the Chief, Special Support Staff, sad submitted to the Management Staff 
for review* 


k* fh9 proposed new organisation will eliminate many informal routing 
an< * memoranda* As discussed during the course of the surrey, the 
elimiiwt ion* 8 i0n review all forms for possible consolidation and/or 


1# the organisational structure (Exhibit B) fee approved. 

nuafeer of positions (Exhibit A) providing en overall increase 
®f liBpoaltions fee approved subject to classification review fey the Employee* 
Division and final approval fey the Personnel Director* * 


Attachments* 


Exhibit A - 
Exhibit B - 
Exhibit 0 - 
Exhibit © * 
Exhibit 1 - 


Proposed and Present f/o 
Organizational Chart 
Flow Chart - Processing f ravel Vouchers 
Flow Chart - Processing Vouchers 
Workload end Other Data 
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